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Termination 
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This guide will walk you through how to create a member’s termination event. 

 

This guided practice assumes you already know how to: 

• Log in to MyTRS 
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When an employee leaves the school district, a termination event needs to be entered for 
the member under their employment record in MyTRS. 

How to Create a Termination Event 

1. Login to MyTRS. 

2. Select “View/Update Employee Information” from the home page or from the “Go 
To” drop down list at the top of the page. 

3. Enter the member’s last name or SSN in the “Select Member” search field.	 

	 	

4. Click Search. 

	

5. When the member’s record comes up, click the Employment tab. 
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6. The Employment Screen: 

	

7. Under the “Events” section, enter an “Event Stop Date” on the current Contributing 
or LOA event.   

a. The “Event Stop Date” is the last day the member worked for the district.   

In this example the last day the member worked (or last paid day if the member was on an 
LOA) was 05/26/2017. 
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8. Click Add - this will add a new blank row.	 

	

9. From the “Event” drop down list, select the appropriate termination type.   

a. Termination – Job Elimination: Use this code when the position itself will no 
longer exist. 

b. Termination – Involuntary: Use this code when the member has been 
terminated involuntarily. 

c. Termination – Voluntary: Use this code when the member has resigned from 
their position or has completed their contract term for this position but will not 
be returning to the district. 

	

	

	

9 
 

8 
 



Guided Practice 4A: Termination Events (06/12/2017) 5  

 

10. Enter an “Event Start Date” for the termination event.   

a. The “Event Start Date” should be one calendar day after the “Event Stop Date” 
that was entered in step 7.  There cannot be a gap between event stop and start 
dates.   

In this example, the “Event Start Date” is 05/27/2017. 

	

11. Enter an “Effective Pay Date”. 

a. The “Effective Pay Date” for a termination event is the day after the member’s 
last pay check.   

In this example, the member’s last pay check was on 06/01/2017, so the “Effective Pay Date” is 
06/02/2017. 

	

12. The “Event Stop Date” should be left blank. 
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13. Click Save.	 

 

14. If you have another member to terminate, click New Search, the member’s last name 
or SSN and repeat the steps above. 
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